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K@AB@B Department of Corrections: Central Office

OCCDEF of Victim Services 
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SFADLI Administrative Assistant

SFADLI Administrative Assistant

abcDADBHI@HDdF Victim Notification Coordinator
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jklm position serves as the administrative professional for the Office of Victim Services, providing advanced-level clerical support, grant tracking, program 

assistance and serving as the department SMART designee for travel and purchasing.  In addition, this position will provide backup support to the Victim 

Notification Coordinator and the notification programs and serve as a point of contact for OVS volunteers and Student Workers.
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This position serves as the administrative professional for the Office of Victim Services and as a backup to the Victim Notification 

Coordinator (VNC).  Duties include, but are not limited to: 

 

Provide advanced-level clerical support for the OVS Director, Deputy Director, Supervisor, and others as needed.  Data tracking of grants 

and programs, including the preparation of grant time/activity sheets. Serve as the designated SMART proxy for employee travel and 

purchasing. Responsible for facilitating the champion of justice nomination process, assisting with the victim satisfaction survey and 

imaging documents.  Maintain and update the department intranet/internet page and print materials.   

 

Collection and distrubution of department mail, including processing returned mail.   

 

Serve as backup for Student Workers and the primary Victim Notification Coordinator, which includes the processing of notification letters, 

answering the toll-free number and responding to email received through the victim notification email boxes.  

 

Other duties as assigned. 
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The incumbent will be provided with a framework and guidelines for the completion of tasks, but will be allowed some latitude to determine their own 

workflow methods.  Basic victim services training with additional, ongoing opportunities for continuing education and on-the-job specialized training for 

each of the required task areas and computer systems will be provided.   

 

The supervisor for this position is onsite and will be available to the employee on a regular basis.

This work is performed primarily in an office setting, however, KDOC employs an inmate clerk and provides work opportunities for other inmates from 

time to time.  This may expose the employee to individuals with felony convictions.
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£l¤ months of experience in planning, implementing and monitoring activities relevant to the agency’s programs. Education may be 

substituted for experience as determined relevant by the agency. 

 

Possesses: 

· Strong organizational skills; 

· Strong interpersonal communication skills; 

· Strong problem solving and critical thinking skills; 

· Strong attention to detail; 

· Strong computer skills including working knowledge of Microsoft Office programs. 

 

Has the ability to: 

· Have solid professional boundaries 

· Work with victims and offenders in a non-judgmental and confidential manner. 

· Work in a collaborative manner with other employees and community entities. 

· Work independently in a professional manner. 

· Prioritize assignments, multi-task and be flexible 

· Align behavior with agency values

¥ minimum of one year of experience working with crime victims or other underserved populations. 

 

Bachelor’s degree with major coursework in criminal justice, social sciences or behavioral sciences. 

 

Experience working with victims in corrections, parole or law enforcement. 

 

Education or training in the area of domestic violence. 
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ESSENTIAL/EVENT DRIVEN FUNCTIONS 

Administrative Support and Paraprofessionals 
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additional pages if more space is needed.) 


